Managing Applicants in PeopleSoft

Reference Guide

Last Updated: October 30, 2018

Managing Applicants in PeopleSoft
Reference Guide
Contents
Introduction .................................................................................................................................................. 3
Navigating Manage Applicants in PeopleSoft ............................................................................................... 3
Topic 1: Access Manage Applicants Menus .......................................................................................... 3
Topic 2: Browse Job Openings .............................................................................................................. 4
Topic 3: Sorting or Filtering your Applicant List .................................................................................... 5
Topic 4: View Resume ........................................................................................................................... 6
Topic 5: View Application and Service Date Information ..................................................................... 6
Topic 6: Update Applicant Status .......................................................................................................... 7
Topic 7: Forwarding an Applicant’s Resume ......................................................................................... 9
Topic 8: Emailing an Applicant (Send Correspondence) ..................................................................... 10
Topic 9: Performing Group Actions..................................................................................................... 11

Managing Applicants in PeopleSoft
Reference Guide

Introduction
This reference guide contains information that will help you make use of the Manage Applicant features in
PeopleSoft.
The ability to manage job applicants is available to Reports to Managers and those administrators who have
obtained the Faculty/Unit Recruitment Administrator role via a PeopleSoft access request. In addition to having
the appropriate role, you must also be added as a primary or secondary hiring manager on a job to be able to
view the job and the applicants associated to it. Once a job has been posted internally or externally, all
applicants can be easily reviewed and managed from a single location.
This guide will take you through the following functions within the Manage Applicants module in PeopleSoft:
•
•
•
•
•
•

Navigating the Manage Applicants menus
Viewing applications and resume information
Viewing service dates for support staff (AUPE) jobs
Updating an applicant’s disposition
Forwarding a candidate’s resume
Emailing candidates

If you require assistance with the Manage Applicant functions, contact your Advisor, Talent Acquisition for
assistance.

Navigating Manage Applicants in PeopleSoft
Topic 1: Access Manage Applicants Menu

1.

1. From the myUofC portal, click My work.
2. Under the People management header,
click Manage applicants.
The Browse Job Openings screen is displayed.

Last Updated: October 30, 2018

2.
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Topic 2: Browse Job Openings
The Browse Job Openings screen displays a list of all job openings, past and present, for which you have been listed as a
contact. Depending on how often you are involved in the hiring process, the number of postings listed will vary.
All jobs are displayed in the
Job Openings window.
There are a number of
options available to you on
this screen, allowing you to
personalize content and
easily find the information
you are looking for.

You are able to filter the results using the options along the left side of the page.
Filter options include:
• Status (e.g. Filled, Open, Cancelled)
• My Association (Primary or secondary hiring manager)
• Department
• Hiring Manager
• Recruiter
• Job Family
• Recruiting Location
• Created In (year job opening was created)
These options allow you to easily narrow your results to find the job opening you are looking for.
1. Each of the columns on this screen can be sorted using by clicking on the column header.
• Clicking a column header once will sort the column alphabetically or numerically in ascending order.
• Clicking a column header twice will sort the column alphabetically or numerically in descending order.
1.
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2. If you have a large number of job postings, there may be multiple pages for you
to review. You can navigate between multiple pages using the arrow buttons in
the top right corner of the Job Openings window.

2.

3. To access a job opening, click on the title of the job you
wish to view (e.g. Part-Time Caretaker, Facilities).
The Manage Job Opening page is displayed. To learn more about
the Manage Job Opening page, proceed to Topic 3 in this guide.

3.

Topic 3: Sorting or Filtering your Applicant List
1. Under the Applicants section, you can easily sort applicants by clicking on the column header.
• Clicking a column header once will sort the column alphabetically or numerically in ascending order.
• Clicking a column header twice will sort the column alphabetically or numerically in descending order.
1.

2. To filter applicants based on their status, you can click on the disposition tabs across the top of the Applicants
window.
2.

3. The Applicants section of the Manage Job Openings page only displays 25
results at one time. To view additional results, you can navigate between
multiple pages using the arrow buttons in the top right corner of the
Applications section.

3.
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Topic 4: View Resume
1. To view a candidate’s resume, from the Manage Job Opening screen, click the Resume button ( ) under the Resume
column.

1.

2. Depending on the format of the resume, it will most likely open in one of two ways:
• If the resume is in a PDF format, it will open in a new tab/window*.
• If the resume is in a Microsoft Word format, it you will be prompted to save or open the file on your
computer.

Topic 5: View Application and Service Date Information
1. View a candidate’s
application
information by
clicking the View
Application Details
button ( ) under
the Application column.

1.

The View Application Details page opens in a new tab/window*. Within this window, you can view the candidate’s name,
contact information, and their responses to the standard questions asked as part of the application.
2. To view the applicant’s
answers to standard
questions asked as part of
the application process, click
the View Questionnaire link
under the Job Openings
section, which will open in a
new window*.

2.

*Note: If the page does not open, you will likely need to adjust your computer’s browser settings to allow pop-ups. Contact
the IT Help Desk at 220-5555 if you require assistance.
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USEFUL TIP: Under the AUPE Collective Agreement, the employee with the most seniority who meets the minimum
qualifications of a job must be granted an interview (Article 42.05). In addition, any employee who is on redeployment should
be given preferential consideration over other candidates for a position (Article OP40.05).
To support the above obligations for support staff (AUPE) job openings, always check the AUPE’s service date information and
whether or not any applicants are currently on redeployment.
3. If the candidate is an eligible AUPE employee, you can view their Service Date within the first section of the View
Application Details screen.
4. If the AUPE employee is currently on redeployment, in additional to their Service Date, you will also see
Redeployment marked as ‘Yes’ as well as their Redeployment End Date listed.

3.

4.

If the Service Date field is blank, that employee does not have AUPE seniority as it pertains to Article 42.05 and you can move
to the next applicant. If, however, a date does display, take note of the date and move to the next internal applicant.
For any employee who is currently on redeployment (Article OP40.05), their service date will display, and the Redeployment
box will be checked along with the End Date. Contact your Advisor, Talent Acquisition for more information on the steps you
should take.
USEFUL TIP: While you are not able to sort employee applications by service date, your Advisor, Talent Acquisition can run a
report for a specific job posting that lists all applicants by service date.
5. Close the View Application Details tab/window to return to the Manage Job Openings screen.

Topic 6: Update Applicant Status
Applicant status is a candidate’s standing relative to a specific job opening. For example, a candidate will initially appear in
‘Applied’ status, and can be updated to ‘Reviewed’ or ‘Reject’ status as the recruitment process unfolds. Applicant status is
referred to as Disposition in our system.
It is important to note that an applicant’s status or disposition is not unique to each hiring manager, therefore it is required
that one individual manage the status of all the applicants to avoid confusion. In general all applicants will appear as ‘Applied’
initially, unless someone has completed an initial screening of applications.
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Once a hiring manager has reviewed the applicants for their job, they should update the disposition status of those applicants
moving forward in the recruitment process (e.g. from Applied to Interview). Hiring mangers are not required to update the
status of those applicants not selected, though they have the ability to do this should they so choose, in order to help organize
the applicants.
To mark an application as reviewed, or to reject an application, there are quick links located within the table on the Manage
Job Opening screen.
2.

1.

1. To mark an application as reviewed, click the
Mark Reviewed ( ) button.
2. To mark an applicant as rejected, click the
Reject ( ) button.
For all other dispositions, or to reverse a
disposition change, use the following
process:
3. Click on the Other Actions
dropdown menu for the applicant
you wish to edit.

3.
4.

4. Click Recruiting Actions.

5.

5. Click Edit Disposition.
The Edit Disposition pop-up appears.
6. Click on the New Disposition
dropdown menu and select the
appropriate disposition status (e.g.
Interview).
6.

Note: The Status Reason dropdown is
not used when editing the disposition.
7. (Optional) The date defaults to today’s
date. If necessary, you can modify the
date that the new disposition takes
effect.

8.

8. Click Save.
You are returned to the Manage Job Opening page.

7.
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Topic 7: Forwarding an Applicant’s Resume
Hiring managers have the ability to forward applicant resumes to other individuals involved in the selection process who don’t
have access to view applicants for that job in PeopleSoft, through the use of the Forward Applicant function.
USEFUL TIP: If you would like to forward an application to another manager to consider the applicant for another role, look at
the questionnaire under their application to verify they answered “Yes” to the question, “Are you interested in being
considered for other positions at the University of Calgary?”.
1. Click on the Other Actions dropdown menu for the
applicant you wish to forward.

1.

2. Click Applicant Actions.

2.

3.

3. Click Forward Applicant.
The Forward Applicant window is displayed.
4. Confirm that the Applicant Name is correct.
5. Enter the recipient’s email address in the To field.
Individuals can be added under the CC or BCC field
as appropriate.

4.

5.

6. Confirm your name appears in the Sender
Information field. The email sent will be from your
UCalgary email address.
7. Enter a Subject to indicate the purpose of your
email.

6.
7.

8. Confirm the Access field is defaulted to Public.
8.

9. Enter the desired information into the Message
field (e.g. ‘Please find attached the resume for the
shortlisted candidate being considered for Job X’).
10. You can preview the email by selecting the Preview
button. Note that the applicant’s resume will not
appear in the preview, however it will be attached
when the email is sent.
11. To forward the applicant, click Send.

9.
10.

11.

You are returned to the Manage Job Opening screen.
USEFUL TIP: You can forward multiple applicants in one email. See Topic 9: Performing Group Actions for more info.
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Topic 8: Emailing an Applicant (Send Correspondence)
Hiring managers can send email to applicants directly through PeopleSoft using the Send Correspondence function.
1. Click on the Other Actions dropdown menu for the
applicant you wish to correspond with.

1.

2. Click Applicant Actions.

2.

3. Click Send Correspondence.

3.

The Send Correspondence window is displayed.
4. Confirm the name of the applicant appears in the To
field. In the event that you are corresponding with
more than one applicant, each person will receive an
individual email addressed to them only.
5. The Sender Information auto populates based on
your login information. Confirm your name appears
in this location.

4.

6. Enter a Subject to indicate the purpose of your email.
7. Confirm the Access field is defaulted to Public.
8. Enter the desired information into the Message field.

5.

6.

9. (Optional) If you wish to add an attachment to the
email, click the Add Attachment button. Once
clicked, you can browse for a document on your
computer and upload it to the message.

7.

10. You can preview the email by selecting the Preview
button. Note that the applicant’s resume will not
appear in the preview, however it will be attached
when the email is sent.

8.

11. To send the email to the applicant, click Send.
You are returned to the Manage Job Opening screen.
USEFUL TIP: You can send email to multiple applicants at the
same time. See Topic 9: Performing Group Actions for more
information. Using the Group Action function will send each
selected candidate an individual email.

10.

11.

9.
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Topic 9: Performing Group Actions
In situations where a group of applicants need to be
updated for the same reason, you can use the Group
Action option.

1.

To perform a group action, follow these steps:
2.

1. Click the boxes to the left of the applicants’
names that you would like to include in the
group action (or use the Select All option at
the bottom of the applicant list).
2. Click the Group Actions dropdown at the
bottom of the screen.
3. Select the action you would like to perform. Options under
Recruiting Actions include:
• Mark Reviewed (see Topic 6: Update Applicant Status)
• Reject Applicant (see Topic 6: Update Applicant Status)
• Withdraw Application (discuss with your Recruiter)
Under Applicant Actions you will find:
• Forward Applicant (see Topic 7: Forwarding an
Applicant’s Resume)
• Send Correspondence (see Topic 8: Emailing an
Applicant)

3.

4. Depending on the type of action you are performing, you may be asked to confirm the action, or complete additional
steps. Complete the additional steps or confirm as required.

